
If you have any queries please contact your Account Underwriter who will be able to assist. 

Quick User Guide 

Unoccupied Commercial 

Property Owners  

New Business 

Please note that this Portal currently has a separate sign in to our 
existing Pen Central system which hosts our Cyber, XOL, PI & PI 

XOL, Mid Net Worth, Non Standard Household products 



If you have any queries please contact your Account Underwriter who will be able to assist. 

Welcome to Pen Central our new online Portal. 

You can access this here https://pencentral.penunderwriting.co.uk 

New Business Quotations 

Enter your user name and password provided. 

a. Login in to your account

https://pencentral.penunderwriting.co.uk/


 

If you have any queries please contact your Account Underwriter who will be able to assist. 

b. Select Add New Client 

 

 

c. Enter Client Name 
d. Legal Trading Status 
e. Would you like to add primary contact details 
f. Client correspondence address 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

g. Select Property Owners 

 

 

h. Enter Period of insurance 
i. Then click Next 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

j. Enter Insured’s Business Details and Material Facts 
k. Then click Next 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

l. Select Property Details 

 

 

m. Enter property details 
n. Select Continue to Next Section 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

o. Complete occupancy details 
p. Select Continue to Next Section 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

q. Enter Property Material Facts 
r. Select Continue to Next Section 

 

 

 

 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

s. Enter Cover Details 
t. Select Continue to Next Section 

 

 

 

 

 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

u. Enter Security and Risk Management Features 
v. If another property is required return to figure l. 
w. If you do not wish to add a property select Next 

 

 

 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

x. Enter Liability covers 
y. Select Legal Expenses requirements 
z. Select Other cover requirements 
aa. Then Select Next 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

bb. Select Agree or Disagree  
cc. Select Quote 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

dd. This Screen will appear 

 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

ee. Select contact us or Contact Us and exit 
ff. Select Pay by Broker Account to place on cover go to point hh.  

 

 

gg. This screen will appear 
hh. If you select back go to point ff. 
ii. If you select Accept go to reference kk. 

 

 

 

 

 

 



 

If you have any queries please contact your Account Underwriter who will be able to assist. 

jj. The following Screens will appear 

 

 

Select Return to Client Summary 

 


